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OFFICE OF THE SECRETARV OF STATE 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT ARCH,YES 4ND HISTOR 

, INSTRUCTIONS See Publication.No. 7 6 4 M - !  for instructions on completing th is  form. Forward signed original to 

I. Dates of Series 
iarliest Latest 

Department of Archives and History, Records Management Division, 330 Capitol Avenue. Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

i -  

5. Records Series T i le  (followed by title used in office: if different) 

I 1. Agency Address I FOR RECORDS MANAGEMENT USE FOR AGENCY USE 

75-2 I \OR 'a or worKers wmpensarion 
(tree St., N. W. 

Oe&ceiued . . . DateCornpleted 
~ 

MAY I 3 1981 I MAY f 1981 
;Number 

Atlanta, Georgia 30309 75-211 
~~ 

I. RrrontoContact Working T i l e  Tekphom 

Burton Wamble Director of Administration 894-3334 
I. Action Requested 

1968 I to date I Workers' Compensation Claim and Accident Files 
i. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

1 .  Record Series Description This file mntaiq~the following documents (include form numbersand titles, ifany): 
Attach samples of the file. 

Documents relating to: payments of compensation and medical expenses for work-related injuries. 

Included are: SEE ENCLOSURE I 

, 

Fileisarranged: chronologically by calender year closed, thereunder numerically by social 
security number using terminal two-digit primary group system. 

How often are records referred to which are: 1. Monthly Reference Rate 

One to six months old 1.500 ; Seven to twelve months old 700 ; Thirteen to twenty-four months old 250 ; 

twenty-five months and older 80 ? 
1. Annual Rate of Accumulation of Remrds 

Lettersize drawers ; Legal-:ize drawers ;Shelves aPPrOX- ;Other (specify) 
600 ft. open shelving 

5-50-71: Rev. 76 (Ova.) 
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- .  A- . .’ ES I NO 1 10. Questionnaire (Place an “X” in the proper column) , 
a. I s  this the official mpy of the series? 

b. Does the series-contain confidential information requiring security handling? If  yes, cite law or regulation. 
___ If noLwhere i s  it? 

ri  

Code Section 114-716 (b) 
c. I s  this a vital record? . .  
d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it eecessary to keep the entire file for a long period, could these 

f. I s  the information .~ mntained in this series ever Dublished? If  yes. a t t  ach COD& 

g: Is.the i$orhaQon mntained in t h i s  series ever analyzed and/or recorded in a summarized report? 

_____ documents be rcheduled semrateW 

. .  . 
;i 

If ves, attach COPY,- 
h, Jkthere a duplication of this series in your office, or in another office or agency? - 

~~ 

“1 x I I f  yes. he re?  I x I i. ~ r ~ i s s e r i e r ~ r a m a i w m  tiwufitl resuJKLv rn i a o f i ?  
~~ ~ ~ intout? ~ ~~ x 1 i D w t k r e c o  rd srier result i n a cornouter in 

1. Retention Requirements The following requires the series to be kept: 

a. State Law 0 years. d. Audit period 0 years. 
b. Statine of limitation 
c~~+eaera,  law.^^ ~ ~ ~ ~ - ~- 0 - ~.--y&rs. f. Federal retention instructions years. 

Attach copy or excert of laws or regulayions. E.xplain administrative need. 

* 114-305 (A) .  (Copy attached) 

** 2 -years.* ~~ 

~ 

-~~ e. .~~ Administrative _-  need^= ~~ = ~~ to 9~ % __ ~ YeaIS- -- ~ ~ - 

** No statute of limitations for medical expense. Records may be reopened for medical 
expenses at anytime. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
Calendar Year; 0 Fiscal Year; El Other Calendar Year Closed then, 

I3 Hold in the current files area 1 8 m o n t h ( s )  
0 Transfer to local holding area; hold 
[B Transfer to State Remrds Center; hold 8 year(r); then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /Spec;fyl 

year(s); then 
year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

raph 12 are approved. 
?f disapproved, a& letter 
if explanatim.1 



- -- 
L- 

. 

OF 
GEORGIA R E C O R D S  DISPOSITION ST 

Burton 31. Wamble 

PZC033 WILL CONTINUE TO ACCUMULATE. KO FURTHER ACCUMULATIOA ANTICIPATE1 

: ~ 3 . T 7  . ~ n a t  i s  t h e  function of the  o f f i ce  i n  which t h i s  record ser ies  is created? 

t See Enclosure 1 , ,  

__ 
11. Tnis f i l e  contains the  following docunents (include form numbers and t i t l e s ,  if any, 

uld  f i l e  arrangement). 

- 
See Enclosure 2 
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P A S  1 

,. Y c - 
YES NO Q\)ESTIO"AIRE PX.-. ._I ",- %. * b e  co~.,.m I ,  -n.-rr 1. - ? Z S . -  Dlr..r p . r : . > s  

* 13. Is t h i s  t h e  Record Copy of t h e  se r i e s?  .i [XI [ 1 
14. Is there  a duolication of t h i s  s e r i e s  i n  another of f ice  or agency? [ I [XI 

15. Is the information contained i n  t h i s  s e r i e s  ever summarized or published? I 1 [XI 

16. I'oes t h e  se r i e s  contain c l a s s i f i ed  information requiring secur i ty  handling? r 1 
Attach copy of summary o r  publication.' 

.~ ~. . .  
.. 

. 17. 3oes t he  s e r i e s  i n i t i a t e ,  amend or  terminate agency pol ic ies  end procedures,?., . [ , ~ ]  [XI 
. .  

18. Could t he  f b c t i o n  be performed i f  t h e  f i les were l o s t  or destroyed? 

19. Is t h e  s e r i e s  (or major portion of  i t) regularly microfilmed? If yes ,  why? I 1 [XI 

I 1 [XI 

21. Cues the  record se r i e s  contain documentation produced as EDP printout?  I 1 - [XI 

20. k e s  t he  record series provide data as input t o  an EDP f i le?  

22. E a s  t he  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- [ ] [x] 
s i t i o n  of these files? 

23. liill the re  be a need f o r  these records 10, 15 years from now? if yes, what? [xl [ I  . 
. .. . . , *  . 

211. R E Q U I R E E N T S .  The following requires the f i l e s  t o  b e  kept '.12' years : 

a.[]SIATE b.[]STATUPE OF c. []AUDIT d.~[]FEDEFAL e.~AB4Ii?ISl'FATIVE f.[]RISXF?IcfiL 
LAW LIMITATION PERIOD . ~~. L A W  DECISIO:! V A L E  

Maximum pawent period i s  400 weeks from accident date. 
114-4004 E t .  Seq. may be reopened within two years a f t e r  report of f inal  
paymat. Code Section 114-709. 

( C i t e  L m ,  S t a t u t e  or o ther  reason for the r e t e n t f w  rc?.iuCrener.t) 
See Code Section 

25. AGENCY R E C O M N D A T I O N S .  This agency recommends t h a t  the f i l e  s e r i e s  be cut off at the end 
of each -MCALEND?IR YEAR -[]FISCAL YE@ -[]OTHER ,then : 

w Hold i n  t he  current f i l e s  area month(s)/ 4 yea r ( s ) :  
& Transfer t o  W Sta te  Records Center [ ] Local. Holding Area; hold 
W &;troy. 
[ ] Transfer t o  S ta te  Archives f o r  permanent retention. 
[ 3 &stroy immediately after cut-off. '~ 

[ 1 Other: (Specify) 

8 yea r ( s ) :  

- 
: .. . -  

i.Indicate briefly r a t i a a k  for recornendations above/or w r i t e  add i t iona l  nmarks) : 

are: 


